
by @olivecounsell ing

p r o d u c t i v i t y  
t o o l k i t

T o  h e l p  y o u  w i t h  t h a t  e x t r a  b o o s t  o f
m o t i v a t i o n .
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this kit contains

M o n t h l y  G o a l s  t e m p l a t e1 .
M o n t h l y  L o g2 .
D a i l y  F o c u s  P l a n n e r  3 .
B o o k  t r a c k e r4 .
H a b i t  b r e a k d o w n  e x p l a n a t i o n
a n d  t e m p l a t e

5 .

W e e k l y  s c h e d u l e  f o r
b e h a v i o u r  a c t i v a t i o n

6 .

M o n t h l y  R e v i e w7 .
M o t i v a t i o n  A f f i r m a t i o n s8 .
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hobbies / learn a
skill

families and friends relationships

personal
development

meditative and
spiritual practices

mental and physical
health

monthly goals

M O N T H :  . . . . . . . . . . . . . . . . . . . .
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MAJOR GOAL

Today's mAJOR tasks

dump zone for ideas
(to deal with later)

Daily Focus Planner

today's MINOR tasks
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3 .

N o t e s :

1 .

2 .

3 .

N o t e s :
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RATE MY DAY

HEALTH LOG

PRODUCTIVITY LOG

MONTHLY LOG : ...................
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Health loG: 
1-Well; 2-Cold; 3-Headache; 
4-Stomachache; 5-No-sleep; 

6-Bodyache; 7-Other

remarks / notes
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B O O K  t r a c k e r
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B r e a k  y o u r  d e s i r e d  h a b i t  i n t o  5  s t e p s .  T h e  f i r s t  s t e p  s h o u l d
b e  v e r y  e a s y  a n d  t a k e  n o  m o r e  t h a n  2  m i n u t e s  t o  c o m p l e t e .
B y  t h e  f i n a l  s t e p ,  y o u  s h o u l d  b e  p r a c t i c i n g  t h e  e n t i r e  h a b i t .  

C o m p l e t e  s t e p  1  e v e r y  d a y ,  u n t i l  i t  b e c o m e s  a  h a b i t .  Y o u
m a y  c o m p l e t e  m o r e  s t e p s  w h e n  y o u  f e e l  m o t i v a t e d ,  b u t
c o m p l e t i n g  s t e p  1  c o n s i s t e n t l y  i s  t h e  m o s t  i m p o r t a n t  g o a l .

W h e n  s t e p  1  b e c o m e s  a  h a b i t ,  i t  s e r v e s  a s  a  b u i l d i n g  b l o c k
t o w a r d  s t e p  2 .  A t  t h i s  p o i n t ,  m a k e  i t  y o u r  g o a l  t o  c o m p l e t e
s t e p s  1  a n d  2  e v e r y  d a y .  C o n t i n u e  t h i s  c y c l e  u n t i l  e a c h  s t e p
b e c o m e s  a  h a b i t .

NEW HABIT Walk for 30 minutes a day

STEP 1 Change into exercise clothes after work

STEP 2 Walk around the house / block

STEP 3 Walk for 10 minutes

STEP 4 Walk for 20 minutes

STEP 5 Walk for 30 minutes

H a b i t  b r e a k d o w n
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O n e  o f  t h e  h a r d e s t  p a r t s  o f  e s t a b l i s h i n g  a  n e w  h a b i t  i s
g e t t i n g  s t a r t e d .  H o w e v e r ,  b y  b r e a k i n g  a  h a b i t  i n t o  s m a l l
s t e p s  a n d  p r a c t i c i n g  f o r  a s  l i t t l e  a s  2  m i n u t e s  e v e r y  d a y ,

y o u  c a n  o v e r c o m e  t h i s  c o m m o n  b a r r i e r .  

habit breakdown process

example



STEP 1

STEP 2

STEP 3

STEP 4

STEP 5

n e w  h a b i t :
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H a b i t  b r e a k d o w n



DAY MORNING AFTERNOON EVENING

EXAMPLE
Wake up at 7am
Eat a full
breakfast

Go for a 15 min
walk

Call a friend
Practice a
hobby

MONDAY

TUESDAY

WEDNESDAY

THURSDAY

FRIDAY

SATURDAY
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w e e k l y  s c h e d u l e  f o r  b e h a v i o r  a c t i v a t i o n

C r e a t e  a  s c h e d u l e  o f  a c t i v i t i e s  t h a t  w i l l  l e a d  t o  y o u  h a v i n g
p o s i t i v e  e x p e r i e n c e s  i n  y o u r  d a y .  I f  y o u ’ r e  f e e l i n g  d e p r e s s e d  o r

u n m o t i v a t e d ,  i t  m i g h t  b e  d i f f i c u l t  t o  c o m p l e t e  l a r g e  o r  c o m p l e x
t a s k s .  I f  t h i s  i s  t h e  c a s e ,  s t a r t  w i t h  s i m p l e  g o a l s /  a c t i v i t i e s ,

a n d  w o r k  y o u r  w a y  u p  t o  m o r e  c h a l l e n g i n g  a c t i v i t i e s .  
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Star moments

lessons learnt

areas of growth
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M o n t h l y  R a t i n g

H o w  t o  u s e :  C o l o r  i n  t h e  s e c t i o n s
a n d  r a t e  y o u r  g r o w t h  o u t  o f  1 0 !  



AFFIRMATIONSAFFIRMATIONS
FOR MOTIVATION

I d e n t i f y  y o u r  g o a l s

I  a m  l i v i n g  w i t h  a b u n d a n c e

I  b e l i e v e  i n  m y s e l f

I  a m  s u c c e s s f u l

I  a m  c a p a b l e  o f  a c h i e v i n g  g r e a t n e s s

I  a m  a n  i n s p i r a t i o n  t o  o t h e r s

I  a m  w o r t h y  o f  l o v e

I  w a k e  u p  m o t i v a t e d

I  a m  p r o u d  o f  m y s e l f

I  a m  g r a t e f u l  f o r  m y  j o u r n e y

I  l i s t e n  w i t h  a n  o p e n  m i n d

I  a m  s t r o n g

I  a m  g r a t e f u l  f o r  m y  j o u r n e y

I  a m  c a p a b l e  o f  a c h i e v i n g  m y  g o a l s

I  a m  a t  p e a c e  w i t h  w h e r e  I  a m  i n  l i f e
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w w w . o l i v e c o u n s e l l i n g g o a . c o m
+ 9 1 8 8 5 7 8 4 8 9 2 6

 T h r o u g h  t h e  y e a r s  I  h a v e  t r i e d  a  l o t  o f  m e t h o d s  t o
k e e p i n g  m y  m o t i v a t i o n  l e v e l  u p  t h e r e ,  a n d  p r o d u c t i v i t y

s a t i s f a c t o r y ,  b u t  n o n  r e a l l y  w o r k e d  w e l l  f o r  m e .
M a n y  o f  t h e  c o n t e n t s  i n  t h i s  t o o l k i t ,  p l u s  t h e r a p y ,  h a v e
h e l p e d  m e  o n  v a r i o u s  o c c a s i o n s  t h e s e  p a s t  t w o  y e a r s

a n d  I  a m  h a p p y  t o  s h a r e  t h e m  w i t h  y o u .  
B e i n g  a  p e r s o n  w h o  a l w a y s  n e e d e d  t o  s t r i v e  f o r

s o m e t h i n g  a n d  l o v e s  t o  w o r k ,  b e i n g  u n p r o d u c t i v e  a n d
u n m o t i v a t e d  h a s  r e a l l y  t a k e n  a  t o l l  o n  m y  m e n t a l  h e a l t h ,

w h i c h  e v e n t u a l l y  l e d  t o  a  l o t  o f  s e l f - l o a t h i n g .  F o r  t h a t
r e a s o n  I  t h o u g h t  t h a t  h a v i n g  a  a f f i r m a t i o n s  p a g e  f o r
m o t i v a t i o n  i n  t h e  t o o l k i t  w o u l d  b e  a  g r e a t  a d d i t i o n .  
I  h o p e  t h i s  t o o l k i t  h e l p s  y o u  t h e  w a y  m o s t  o f  t h e s e

h e l p e d  m e .
F e e l  f r e e  t o  t w e a k  t h e m  t o  y o u r  s t y l e  a n d  c r e a t i v i t y ,
s o m e  o f  t h e s e  c a n  b e  u s e d  f o r  o t h e r  a s p e c t s  o f  y o u r

l i f e  t o o .  
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Thank You for your support!
R e a c h  o u t


